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Chapter 1. MIS Roles and Administration

As a Management Information Systems (MIS) Administratgou use the DTS MI\dministration module to
assign and revoke MIS roles and accesses to others.

There are two MIS roles in DTS:

1 MISUser.A MIS User’s primary responsibility is to run the MIS reports that are available via the Report
SchedulerSee the DTA Manual, Chapter ¥8r more information on how to generate reports in DTS.

1 MIS Administrator.MIS Administrators may create new MIS Users and Administrators, and adjust their
accesses as necessary. They can also run the MIS reports in the Report Scheduler.

As a MIS Administrata, you access the MIS administrative functions through the DTA Maintenance Toofo
access the MIS administrative functions:

1. From the DTS Dashbodr(Figure 11-1), hover over Administration, then select DTAMaintenanceTool
from the menu line. The DTA Maintenance Tool Homsreen (Figure 11-2) opens. From the DTA Tools
bar (which appears on every screen in the DTAMaintenanceTool), you can access all the DTS
Maintenance Toomodules you have access to, without returning to the DTS Dashboard

System Status: @ EWTS v

‘ @ Helen D West v/

Defense Travel System
N

Home Trips v ravel Tools v Message Center

i Qg Administration |||| Reports |

Trips Awaiting Action Budget Tool [ Report Scheduler &' DTA Maintenance Message Center

A 7 A
Ea Read-Only Access (ROA)

Self Registration Administration

“ ROA Invoices &'

My Travel Docul

Your upcoming, current, and cc Delegate Authority

Document Unlock Tool

Figure 111: DTS DashboardMaintenance Menu
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Figure 112: DTA Maintenance Tool Home Screen
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2. Select MIS Administrationfrom the DTA Toolslrop-down list. The Search MIS Usekreen (Figure 11-
3) opens and the DTA Toolsbar updates to display tools that allow you to search for or create a MIS
Useror Administrator. Further below describes each of these options.

Search MIS User - Required

SSN ;-
OR
Last Name : *

First Name :

Search

Figurell-3: Search MIS User Screen
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Chapter 2: Update MIS Users and Administrators

Before you can update someone’s MIS profile, you must first find the individual. Here’s how:

1. Onthe Search MIS Usekreen (Figure 11-3), enter the person’s Social Security Number (SSNor name
(at least part of the Last Namds required; full or partial First Nameis optional).

2. Select SearchThe Existing MIS UsdiSearch Resultskreen (Figure 11-4) opens. The options are
Updateand Removethe person’s MIS profile.

Existing MIS User (Search Results)

SSN:

Last Name : west

First Name :
Update | Name West, SSN : XXXXX9740 Organization : DTMOCSD
Remove : Helen

1-10f1

Figurell-4: Existing MIS User (Search Results) Screen

2.1 Update a Person’s MIS Profile

1. On the Existing MIS User (Search Resudtsken (Figure 11-4), select Updatenext to the person whose
profile you need to change. The Update MIS User (User Onlygreen (Figure 11-5) opens.

Update MIS User (User Only) * Required

T  Commonpata |

SSN: XXXXX9740
First Name : Helen
Middle Initial :
Last Name : West
Organization Name : DTMOCSD
User Access :  User v
DTMOCSD

Organization Access :
(includes sub-orgs)

Select Organizations

| Save Changes | Cancel |

Figure 115: Update MIS User (User Only) Screen

2. (Optional) The User Accesfield displays the person’s assigned MIS role. You can change the role, if
needed.

3. (Optional) If you need to update the organizations the person has access to, choose Select
OrganizationsThe Edit MIS User Organizationsreen (Figure 11-6) opens. (If you don’t need to do
this step, skip ahead to step 6).
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Edit MIS User Organizations

Available Organization

Add >>

<< Remove

Selection of an Organization automatically includes Sub-Organizations. Additionally, new Sub-Organizations created at a
later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left,
all Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed
when Organization selections are saved if the parent Organization was also selected.

Selected Organization

Save And Continue

Cancel

Figure 116: Edit MIS User Organizations Screen

4. Update the SelectedOrganization List

May 18, 2022

I Enter the name of an organization to which the individual needs MIS access in the text field on the left,

then select Add >>The organization appears in the right column. Add all the organizations the person

needs to access. Note: Giving a person MIS access to an organization also gives that person MIS access

to all of its subordinate organizations.

I Toremove MIS access, select an organization in the right column and select << Remove
5. Select Saveand ContinueThe Update MIS User (Userrly) screen (Figure 11-5) opens.
6. Select Save Change3he Existing MIS User (Search Resustsken (Figure 11-4) opens.

2.2 Remove a Person’s MIS Access

Note: MIS access removal only deletes the person’s MIS profile. It does not delete the person’s DTS profile.

To remove a person’s MIS access:

1. Onthe Existing MIS User (Search Resudtsken (Figure 11-4), select Removenext to the person

whose MIS profile you need to delete. The Delete MIS Usescreen (Figure 11-7) opens.

Delete MIS User

SSN:

First Name :

Middle Initial :

Last Name :
Organization Name :

(includes sub-orgs)

Organization Access : ,

e Commonbaa |

XXXXX9740
Helen

West
DTMOCSD
DTMO

Delete | Cancel

Figure 117: Delete MIS Us&creen

2. Select Delete The Existing MIS User (Search Resustsken (Figure 11-4) opens. The person’s name

no longer displays.
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Chapter 3: Give a Person MIS Access

To give a person MIS access:

1. From any screen in the MIS Administration module, select Add MISUseron the dark blue navigation
bar. The Search New MIS Usetreen opens (Figure 11-8) opens.

Search New MIS User * Required
SSN -
OR
Last Name : -
First Name :
Search

Figure 118: Search New MIS User Screen

2. Enter the person’s Social Security Number (SSNor name (at least part of the Last Namds required, full
or partial First Namés optional).

3. Select SearchThe New MIS User (Search Resuléseen (Figure 11-9) opens. It lists the people who
matched your search criteria.

New MIS User (Search Results)

SSN:
Last Name : west
First Name :

Name West, SSN : XXXXX9742 Organization : DTMOCSD

Create
1 : Molly

Name West, SSN : XXXXX9740 Organization : DTMOCSD

Create
L1 : Helen

Figure 119: New MIS User (Search Results) Screen

4. Select Create next to the person you want to give MIS access. The Add MIS User (User Onlyjreen
(Figure 11-10) opens.

Add MIS User (User Only) * Required

T  Common Dt

SSN:  XXXXX9740
First Name : Helen
Middle Initial :
Last Name: West
Organization Name : DTMOCSD
User Access:  User v
DTMO

Organization Access :
(includes sub-orgs)

Select Organizations
A —

Save User || Cancel
Il | bl

Figure 1110: Update MIS User (User Only) Screen
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5. (Optional) The User Accesfield displays Userby default. You are assigning this MIS role to this person.
Change it to Administrator if you need to or leave as User.

6. Choose SelectOrganizationsThe Edit MIS User Organizationsreen (Figure 11-11) displays.

Edit MIS User Organizations

Available Organization Selected Organization

Add >>

<< Remove

Selection of an Organization automatically includes Sub-Organizations. Additionally, new Sub-Organizations created at a
later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left,
all Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed
when Organization selections are saved if the parent Organization was also selected.

Save And Continue | Cancel

Figure 1111: Edit MIS User Organizations Screen

7. Update the Selected Organization List

9 Enter the name of an organization to which the individual needs MIS access in the text field on the left,
then select Add >>The organization appears in the right column. Add all the organizations the person
needs to access. Note: Giving a person MIS access to an organization also gives that person MIS access

to all of its subordinate organizations.

 To remove MIS access, select an organization in the right column and select << Remove
8. Select Saveand ContinueThe Add MIS User (User Onlygreen (Figure 11-10) opens.

9. Select Save Change3he New MIS User (Search Resulisheen (Figure 11-9) opens. The person you

just updated is no longer on the list.
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Chapter 4. The DTA Manual: Contents & Links

DTA MANUAL CHAPTER: TOPI URL (SELECT OR CUT & PASTE)

Chapter 1: DTS Overview https://media.defense.gov/2022/May/11/2002994773/-1/-
1/0/DTA 1.PDF

Chapter 2: DTS Access https://media.defense.gov/2022/May/11/2002994797/-1/-
1/0/DTA 2.PDF

Chapter 3: DTS Site Setup https://media.defense.gov/2022/May/11/2002994799/-1/-
1/0/DTA 3.PDF

Chapter 4: Organizations https://media.defense.gov/2022/May/11/2002994824/-1/-
1/0/DTA 4.PDF

Chapter 5: Routing Lists https://media.defense.gov/2022/May/11/2002994853/-1/-
1/0/DTA 5.PDF

Chapter 6: Groups https://media.defense.gov/2022/May/11/2002994838/-1/-
1/0/DTA 6.PDF

Chapter 7: People https://media.defense.gov/2022/May/11/2002994837/-1/-
1/0/DTA 7.PDF

Chapter 8: LOAs https://media.defense.gov/2022/May/11/2002994836/-1/-
1/0/DTA 8.PDF

Chapter 9: Budgets https://media.defense.gov/2022/May/11/2002994835/-1/-
1/0/DTA 9.PDF

Chapter 10: Reports https://media.defense.gov/2022/May/11/2002994832/-1/-
1/0/DTA 10.PDF

Chapter 11: MIS Administration https://media.defense.gov/2022/May/11/2002994834/-1/-
1/0/DTA 11.PDF

Chapter 12: ROA Administration https://media.defense.gov/2022/May/11/2002994833/-1/-
1/0/DTA 12.PDF

DTA MANUAL APPENDIX: TOPI URL (SELECT OR CWR&TE)

Appendix A: Self-Registration https://media.defense.gov/2021/Nov/15/2002893136/-1/-
1/0/DTA APP A.PDF
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Appendix B: Acronyms

https://media.defense.gov/2021/Nov/15/2002893141/-1/-

1/0/DTA APP B.PDF

Appendix C: Definitions

https://media.defense.gov/2021/Nov/15/2002893143/-1/-

1/0/DTA APP C.PDF

Appendix E: Emails

https://media.defense.gov/2021/Nov/15/2002893222/-1/-

1/0/DTA APP E.PDF

Appendix F: Import / Export Module

https://media.defense.gov/2021/Nov/15/2002893234/-1/-

1/0/DTA APP_F.PDF

Appendix G: Error Codes

https://media.defense.gov/2021/Nov/15/2002893232/-1/-

1/0/DTA APP G.PDF

Appendix J: Help Process

https://media.defense.gov/2021/Nov/15/2002893231/-1/-

1/0/DTA APP J.PDF

Appendix K: DTS Tables

https://media.defense.gov/2021/Nov/15/2002893230/-1/-

1/0/DTA APP K.PDF

Appendix L: Reorganizations

https://media.defense.gov/2021/Nov/15/2002893229/-1/-

1/0/DTA APP L.PDF

Appendix M: Ranks and Grades

https://media.defense.gov/2021/Nov/15/2002893228/-1/-

1/0/DTA APP_M.PDF

Appendix N: Country Codes

https://media.defense.gov/2021/Nov/15/2002893227/-1/-

1/0/DTA APP N.PDF

Appendix Q: Org Naming Sequence

https://media.defense.gov/2021/Nov/15/2002893226/-1/-

1/0/DTA APP _Q.PDF

Appendix R: LOA Formats

https://media.defense.gov/2021/Nov/15/2002893225/-1/-

1/0/DTA APP_R.PDF
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